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5. Command and Signal

a. Command. This Order is applicable to all active duty and ressxve
service members attached to II MEF, MARSOC, MCIEAST-MCB CAMLEJ, thedir
respective subordinate commands and elements, and all tenant commands.

b. BSignal. This Order is effective the date signed.

Ouefoudn L= LF luctwk

W. D. BEYQLER J. L., OSTERMAN R. F. CASTELLVI

DISTRIBUTIDN: A/B/C



II MEFO 1700.4
MARSOCO 1700.4
MCIEARST-MCB CAMLEJO 1700.4

16 JUL 2015
SAMPLE APPOINTMENT LETTER FOR DISPLAY

1700
8MpP

From: Commanding OEficer
Ta:

Subj: APPOINTMENT AS SINGLE MARINE PROGRAM REPRESENTATIVE

1. You are hereby appointed as the Single Marine Program (SMP)
Representative for [Command]. Accordingly, you are entrusted with the
responsibility of advocating for our single Marines and Sailors.

2. The SMP Representative must be a Marine or Sallor who has demonstrated a
profound interest in the morale, discipline, and efficiency of those around
them. I take the utmost pride in recognizing that your conduct and
leadership distinguish you as the eminently gqualified individual for such a
billet.

3. You will consider this charge secondary to your primary duty. The
[Command] [Sergeant Major/Command Master Chief] will he readily available to
you, and your success as the SMP Representative requires a close partnership
between you hoth. Commensurate with your appointment as the SMP
Representative, you will be a sitting member of the ([Command] Family
Readiness Command Team, and will attend all meetings prepared to sexrve as the
voice of the single Marines and Sailors throughout this Cowmand.

4. No less than 310 days prior to your permanent transfer from this Command,
it shall be your responsibility to advise the [Sergeant Major/Command Master
Chief] of your pending reassignment. You will also submit the name of at
least two suitable candidates to serve as your relief.

5. Your photograph will be displayed in an appropriate place of honoxr within
the Headquartexs of this Command.

[Commanding Officer]

Enclosure (1)
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SAMPLE WELCOME ABOARD BRIEF LETTER OF INSTRUCTYION

1500
§-3

From: Commanding Officer
To: All Hands

Bubj: WELCOME ABOARD BRIEF LETTER OF INSTRUCTION (LOI) FOR CALENDAR YEAR
(cyxx)

1. Purpose. This document provides guidance to all perscnnel on the conduct
of welcoming new-joins to (Unit).

2. Situwation. (Unit) is the first operational fleet unit for Marines
checking in from their service schools.

3. Mission. At (recurring date and time), {(Unit} will conduct Welcome
Abpard Briefs at (Instruction Venhue) for new-joins in order te (IQT) educate
them on a personal and professional level, facilitating their adjustment to
{(Unit) and the Operating Forces.

4. Execution

a. Commander’s Tntent

(1) Purpose. To enhance the knowledge of (Unit} new-joins regarding
pexsonal and militaxy issues in an effort to provide toolz necessary to
enhance performance and mission accomplishment. The briefs will enable new-
joins to understand the organization of (Unit), their roles therein, and help
them make the right choices to be successful.

{2) Method. This will be accomplished via coordimation between all
gtaff sections.

{3) End State. Naw-joins will be armed with information that will
aid in making right choices while in the unit, the Maxine Corps, and in lifa.

b. Concept of Operations. The training will be conducted in one day at
(Instruction Venue) alqng wikh a bus tour around (Installation). This
training will occur menthly and occur on the following dates:

(1) (Pates Eor recurring training in CYXX)
¢. Tasks

(1) S-1. All new-joins, first lieutenants, second lieutenants,
sergeants, corporals, lance corporals, privates first class and privates who
have not attended the Welcome Aboard Brief are required to attend, No later
than (NLT) five days before each brief, provide the Sergeant Major, §-3, and
Medical a roster of all personnel expected to attend the brief.

(2) 8-3. Ensure Marines on the final iteration of the roster are
notifled via the chain of command.

Enclosure (2)



II MEFO 1700.4
MARSOCO 1700.4
MCIEAST-MCB CAMLEJO 1700.4
16 JUL 2015
(3) 8-4. NLT 10 working days prior to each brief, ensure bus
transportation is requested and coordinated to facilitate the tour of
{(Installation) .

(4} 8-6. NLT 0700 the day of the brief, ensure all media is prepared
at the instruction venue.

(5) Medical. NLT 0700 the day of the brief, screen the roster of
new-joins to ensure all Marines and Sailors have completed initial wmedical
requirements,

(6) (Presenting Entities). Prepare and conduct a brief in accordance
with the timeline to ensure all new-joins are familiar with services and
programs offered. Ensure all applicable media is submitted to S-6 NLT five
working days prior to the brieE.

d. Coordinating Imstructions

{1} Timeline: 0800~1100: (Presenting Bntities)
1100-1200: Chow
1200-COMP: Bus Tour
(2) The unifoxm for the brief will be the uniform of the day.

(3) All attendees will be seated NLT 0745 in (Instruction Venue) on
the day of the brief.

(4) (Bus Tour Stops and Timeline)

5. Administration and Logistics

a. Administration. All rosters will bhe turned in to S-3 after the
briefs are concluded.

b. Logistics. There will be no logistics requirements other than bua
support to transport Marines and Sailors during the toux.

6. Command and Signal
a. Command. The point of contact for this LOI is (Point of Contact).

b. Signal. This LOI is effective the date sgigned.

{Commanding Officer)

DISTRIBUTION: (DPistxibution List)
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DETAILED INSPECTION CHECRLIST SUPPLEMENT

Is a document describing the importance and significance of
appointment as the SMP representative prominently displayed on
the gquarterdeck, with a portrait of the command SMP
representative, adjacent to the Color Sergeant?

Reference:
3.b. (1) (a)

I1 MEFO/MARSOCO/MCIEAST-MCE CAMLEJO 1700.2 Par

Does the command SMP Representative conduct command SMP PMEs on a
quartexly basis?

Refercrice:
3.b. (4) (b)

IX MEFO/MARSOCO/MCIEAST-MCB CAMLEJO 1700.2 Par

Does the FRO ragularly attend SMP council meetings, committee
meetings, and SMP activities?

Reference:
3.c.{3) (a)

I1I MEFO/MARSOCO/MCIERST-MCE CAMLEJO 1700.2 Par

Is time set aside for the company/department level SMP
Representatives to meet, solicit ideas, and raise issues with the
Marines of their company/department?

Reference:
3.c.{4) (b)

II MEFO/MARSOCO/MCIEAST-MCB CAMLEJQ 1700.2 Par

Enclosura (3)
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INSPEGTION EVALUATION CRITERIA
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